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GENERAL INSTRUCTIONS 

Please read all instructions carefully. 

1. Mark "ORIGINAL" on the cover of your application package, which contains the master copy 
of the requested documentation with original signatures. 

2. Submit at least one copy of the application to your RTPA no later than June 2, 2008.   

Contact your RTPA to determine the number of copies they require.  Early coordination with 
your RTPA representative is encouraged.  A list of RTPAs and representatives is available on our 
website.  NOTE: Some RTPA’s have an earlier due date for this process. 

3. Submit the copy(ies) to your RTPA, also send to them the required original and four (4) copies 
for later submission to Caltrans.  The RTPA will: 

a. Review the application; determine if the project(s) is derived from the Region’s 
Coordinated Plan. 

b. If so, sign the certification on page 3 

c. Review and score the application 

d. Forward to Caltrans the application scores, the original application, and 4 copies of this 
application. This must be done on or before the final due date of August 29, 2008. If 
mailing, application must be postmarked on or before this date to be accepted.  After this 
date the application will be disqualified. 

4. Applications must be complete and final as submitted.  No amendments or supplements to the 
application will be accepted after the due date of August 29, 2008. 

Note: Incomplete applications will be disqualified. 

5. To prepare the application on a computer: 

Format the application as provided, inserting additional space where needed to complete 
questions.  Renumber pages as necessary.   An electronic version of the application form, scoring 
worksheets, and instructions will be updated to our website after April 1, 2008: 
http://www.dot.ca.gov/hq/MassTrans/5310.html 

6. To prepare the application using the “hard copy” (without a computer): 

Use application forms as provided.  If additional pages of narrative are needed, insert them 
immediately following the page on which the narrative started, indicating their order 
alphabetically (e.g. application form page 8, continuing pages should be numbered 8a, 8b, 8c).   

Documentation should be attached after the last page (Part I Applicant Eligibility, “Public 
Agency Certification of No Readily Available Service Providers”) of the Application Form.  That 
is, all documentation should be included in distinctly labeled second part of your application 
labeled as the “Appendix.”  When your narrative mentions specific documentation, you should 
include reference to where it can be found in your “Appendix.” 

7. Narrative responses should be complete and concise. 

8. Review the glossary sheet for terms used throughout the application. 

Due to the competitive nature of the grant program, once the California Transportation 
Commission adopts a project list no significant amendments can be made to the project(s). 
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Public Record 

Section 5310 application materials and attachments are not considered confidential by Caltrans.  
Application contents and attachments received by Caltrans are considered public records.  Therefore, 
applicants should not include confidential information, such as full names, addresses, specific 
medical diagnosis, telephone numbers and times the clients are scheduled to be transported.   This 
kind of information should be redacted from client lists.  You should be aware; however, that too 
little information may not adequately document your client’s needs that are necessary for an 
application to be properly scored. 

Use of Vehicles 

Vehicles acquired under the Section 5310 program must be used primarily for elderly persons and 
persons with disabilities a minimum of 20 hours of service per week.  Services are to be provided 
only within the legal jurisdiction of the grantee.  Vehicles may be used only in the following ways: 

· By the private, non-profit organization or the public agency as described in its application; 

· By private, non-profit organizations or public agencies giving coordinated priority services for 
elderly person and/or persons with disabilities.  It is understood that, at a minimum, the service 
that was proposed by the private, non-profit organization or the public agency in its approved 
grant application will be provided, and that the originally designated clientele will be fully 
served.  

· By a private for-profit operator, by other contractual agreement with the private, non-profit 
organization or the public agency only for the services identified in the approved grant 
application.  This must be pre approved by Caltrans. 

Responsibility of Applying Agency 

When any agent other than the private, non-profit organization/public agency in the grant application 
operates vehicles or other equipment, control and responsibility for the operation of the vehicles 
must remain with the grantee recipient.  The private non-profit organization/public agency will 
remain as the registered owner of the vehicle and will remain fully responsible for program 
compliance including but not limited to operation oversight, reporting, insurance, maintenance and 
monitoring compliance. 

 

 

PART I – APPLICANT ELIGIBILITY   
See Application - Coordinated Plan – Page 3 

Coordinated Plan Elements:   

(1) An assessment of available services that identifies current transportation providers (public, 
private, and non-profit);  

(2) An assessment of transportation needs for individuals with disabilities, older adults, and people 
with low incomes.  This assessment can be based on the experiences and perceptions of the 
planning partners or on more sophisticated data collection efforts, and gaps in service (Note: If a 
community does not intend to seek funding for a particular program (Section 5310, JARC, or 
New Freedom), then the community is not required to include an assessment of the targeted 
population in its coordinated plan);  
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(3) Strategies, activities, and/or projects to address the identified gaps between current services and 
needs, as well as opportunities to achieve efficiencies in service delivery; and 

(4) Priorities for implementation based on resources (from multiple program sources), time, and 
feasibility for implementing specific strategies and/or activities identified.    

 

Both the Coordinated Plan Lead Agency (Agency preparing the Coordinated Plan) and the Grant 
Applicant must sign this form.   

Individual projects and/or agency names do not need to be listed in the Coordinated Plan as long 
as the strategy for the project is derived from the Coordinated Plan. 

FTA allows Caltrans to submit an approved Program of Projects in two categories: 

Category A:  These are projects that Caltrans certifies have met all of the Federal statutory or 
administrative requirements, including projects selected for funding that were derived from a final 
adopted Coordinated Plan that was developed through a public participation process as described in 
FTA C 9070.1F. 

Category B:  These are projects that Caltrans anticipates approving during the current year, but which 
have not met all of the Federal statutory or administrative requirements or are to be implemented by 
a sub recipient that has not yet met all applicable Federal requirements.  When Caltrans determines 
that the necessary Federal requirements have been satisfied for a project, FTA’s approval of that 
project becomes unconditional, and Caltrans may advance the project to Category A.  Agencies who 
do not have a final adopted Coordinated Plan may submit an application for funding if the project 
was derived from a Draft Coordinated Plan that had been submitted to Caltrans for review. Approved 
projects will remain in Category B until the final adopted Coordinated Plan and public participation 
process has been verified. 

 

See Application - Public Agencies Page 7 

Public agencies must meet either "a" or "b" below and submit required documentation: 

a. In order to make a determination that no non-profit agencies are readily available  (see 
glossary) to provide the proposed service, a public agency must provide substantial written 
proof (as identified on page 7 of the Application) documenting the exceptional circumstances 
such that no non-profit agencies are readily available to provide the proposed service. 

A public agency must hold a public hearing.  Notice of the hearing, including the date, place, 
and specific purpose, must be given at least 30 days in advance through publication in a 
newspaper of general circulation.  Note: If the applicant is unable to hold a hearing prior to 
submittal of the application, provide information as directed on page 7 of the Application. 

A public agency must contact all non-profit transportation providers (as may be identified by 
the RTPA, the local CTSA, the Coordinated Plan inventory and/or Caltrans) regarding the 
hearing by a "return receipt requested" letter.  A formal Request For Proposals distributed to 
these same agencies may serve as a "return receipt requested" letter. 

A public agency must adopt by resolution a finding that there are no non-profit agencies 
readily available to carry out the proposed service.  A copy of this resolution must be 
included as an appendix to the application.  If during the hearing a private non-profit agency 
demonstrates that it is able to provide the proposed service, the public agency is no longer 
eligible to apply for Section 5310 funds. 
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Please refer to the Program Handbook for information on the appeal process for disputing the 
eligibility of a public agency. 

OR 

b. If approved by the State to coordinate services for elderly individuals and individuals with 
disabilities: 

Submit a letter, as an appendix to the application, from the appropriate State agency 
designating the applicant as a coordinator of services for elderly persons or persons with 
disabilities (e.g., an Area Agency on Aging organized as a public agency would submit a 
letter from the State Department of Aging). 

A CTSA organized, as a public agency must submit a letter, as an appendix to the application, 
from the appropriate RTPA documenting their designation. 

 

PART II - FUNDING REQUEST   

See Application - Eligible Capital Expenses - Page 11 

Unit Cost Estimates and Other Equipment 

The estimated  “Unit Cost” is provided on page 11 for each type of vehicle available on the State 
Contract.  The vehicle unit cost includes the cost of a wheelchair lift, two tie downs, an estimate of 
the procurement fees and applicable sales tax associated with the purchase.  Applicants are to use the 
unit costs as provided on the application form. 

When requesting computer hardware or software, or other equipment, list the specific items to be 
purchased and provide 3 estimates of equipment with this application. Estimates can be copies from 
Internet sites or advertisements.  The average of the 3 estimates will be the requested grant amount 
placed in the “Unit Cost” space provided.   

Please note that, although these estimated costs will be used in determining the amount of funds 
granted to each agency, the award is made for specific equipment, not for a guaranteed amount of 
funds.   The program will retain any funds remaining in the agency’s contract after the purchase of 
the equipment has been completed.  If actual costs exceed the estimates, grantees will be required to 
provide 100% of the additional funds needed. 

Requests for “other equipment” (e.g., computer systems, dispatching and tracking software, 
telecommunication systems, etc.) that support the transportation program are limited to $40,000 for 
the entire request, with a minimum cost of at least $1,000.  Agencies requesting additional other 
equipment funding must get prior approval from the Branch Chief of the Section 5310 program.  
Projects will be evaluated based on the agencies ability to procure equipment under all Federal 
Requirements.    

Cellular phones, pagers and service subscriptions are not eligible for funding.   

Request Limitations 

Vehicle unit cost is capped.  If an applicant submits a request for a vehicle with a cost greater than 
the limit due to additional options, the additional funds must be provided by the grantee (i.e., 
maximum federal reimbursement is 88.53% of vehicle cost). 
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PART III – SCORING CRITERIA   
Before answering the questions in this section, you should review the related criteria on the “Quantitative 
Scoring and Project Rating Worksheet.”    This will help you understand the focus of the items to be scored.  
Attach documentation that supports your answers (examples provided below) as an item in your Appendix.   

Note:  those applicants who address questions completely and discuss the relevance of the attached 
documentation that supports the stated transportation needs will earn full points. 

· Testimony at, or findings from, a TDA Article 8 hearing (Unmet Transit Needs) 
· Citizen on-board passenger surveys 
· Current waiting lists and/or records of trips denied 
· American with Disabilities Act (ADA) Plan 
· Recognized surveys 
· Recognized studies or plans that document transit needs (e.g., Area Agency on Aging Needs 

Assessment, short range transit plan, Senate Bill 826 Action Plan/Progress Report), 
· Letter from public transit agency 
· Newspaper articles 
· Agency brochures, agency statistics or demographics 
· Letter of inquires to and/or response from other funding sources. 

See Application - Proposed Budget for Transportation Program – Page 18 

1.  Annual Operating Budget:   

Indicate the proposed annual operating budget for your entire transportation program, including the 
costs associated with operating the requested equipment. 

2.  Operating Fund Sources:   

You must include, and explain, all sources of operating revenue; including revenue from grants, 
donations, and local fund-raising projects that will be used to fund your transportation program.  List the 
funding sources and amounts for the prior, current and budget year.  The total sources of operating funds 
in item  

1. Operating Fund Sources should be equal to the total operating income shown in item  

2. Annual Operating Budget. 

3.  Local Match:   

Specify the source(s) (e.g., private donations, revenue from other agency programs, grants, contract 
service revenues) and amount(s) of the local share (11.47 %) portion of the total project cost.  Do not 
identify the source as simply a bank account or an agency fund.  For instance, if funds are obtained from 
revenue generated from other agency programs, identify their source (e.g., “Reimbursements minus 
program expenses from Senior Service Programs”).  All of the local match must be provided from 
sources other than federal funds, except where the specific legislative language of a federal program 
permits its funds to be used to match other federal funds.  If you are proposing to use federal funds as 
your local match, please list the specific section of the act that authorizes their use for this purpose. 
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See Application – Coordination-Use of Vehicles/Equipment – Page 21 

Note: In order to obtain points under this section, you must attach a letter from the Consolidated 
Transportation Service Agency (CTSA), or an agency with which you are coordinating services, 
substantiating the coordination activities described in your narrative.  To find out who is the CTSA in 
your area, please contact your Regional Transportation Planning Agency (RTPA).  If no CTSA exists in 
your service area or if you are the CTSA, a letter must be obtained from the RTPA.  Examples of this 
type of letter can be obtained by calling the Caltrans Section 5310 technical assistance hotline (1-888-
GRANT16). 

Coordinated use of vehicles includes: 

· Allowing another agency to use the requested vehicle(s) using their drivers 
· Allowing another agency to use any other vehicles in your fleet using their drivers, including providing 

backup service 
· Providing transportation services to clients of another agency with the requested vehicle(s) 
· Providing transportation services to clients of another agency with any other vehicles in your fleet, 

including providing backup service 
· Brokered systems:  a method of providing transportation where riders are matched with a variety of 

transportation providers through use of central dispatching and administrative facilities.  In most cases, 
the broker contracts with other entities to operate vehicles. 

Coordinated use of other equipment or coordination of transportation related activities includes sharing or 
providing: 

· Dispatching or scheduling 
· Maintenance 
· Staff training programs (e.g., driver training, first aid, sensitivity training, etc.) 
· Joint procurement of services and supplies (from other sources of funding than Section 5310)  
· Active participation in local social service transportation planning process 
· Back-up transportation 

· Coordination of client trips with other transportation agencies (e.g., supplementing agency’s 
transportation program by utilizing public transportation whenever possible and working with other 
providers of transportation services to coordinate the pickup and delivery of clients at centralized 
points). 

See Application – Coordination, question 3 – Page 21 

In order to obtain points when no coordination is possible, you must submit a letter from the CTSA (or 
where none exists, from the RTPA) verifying that no opportunities currently exist to coordinate requested 
equipment. 

See Application – Existing Transportation Services – Page 22 

List all vehicles that your agency currently owns or leases that provide passenger service to elderly or disabled 
persons.  Include backup vehicles (see glossary) and those to be removed from service if a new vehicle is 
awarded.  Backup vehicles should be identified in Column 5.  Also list any vehicles that you have on order or 
for which you have received a grant or commitment from any source (e.g. Section 5310, Department of Aging, 
city or county). 

1. Replacement requests only:  Indicate the type of vehicle, Van or Bus, by placing a “V” or “B” in 
column No. 1, for vehicles proposed for replacement in the application.  A van is defined as a vehicle 
with a gross vehicle weight rating (GVWR) of less than 10,000 pounds and a bus as a vehicle with a 
GVWR of more than 10,000 pounds, as identified by the Original Equipment Manufacturer’s weight 



 

Revised 4/4/08  Page 9 

certificate located on the driver’s side door.  Also indicate the disposition of the vehicle proposed for 
replacement as follows:  “BK” for backup and “S” for sell. 

2. To be eligible for replacement, vehicles must meet the following criteria at the time the application is 
filed: 

· Vehicle to be replaced is currently in active service (providing service throughout the agency’s 
normal days and hours of operation) 

· Vehicle Identification Number (VIN) (last 5 digits only). 
· Vehicle year and make (e.g. 2001 Ford). 

3. Passenger capacity.  List ambulatory (A) seating capacity and wheelchair (W) capacity (e.g. 6A/2W) 

4. Backup vehicle. If the vehicle listed is currently  used as a backup vehicle, respond yes. 

Note:  vehicles currently in backup service are not eligible for replacement. 

5. Current mileage.  List the most current mileage available prior to filing the application. 

6. Date purchased or leased.  For a van or bus on order, list the scheduled date of receipt. 

7. Registered owner.  List the registered owner (or co-owner) of the vehicle.  Do not list the legal owner 
(lien holder).  You may abbreviate or use the words "applicant”, “county" etc., where the meaning is 
clear in the context of the application. 

8. Source of funding.  If the vehicle was purchased primarily with funds from the Section 5310 program or 
another government grant or bond program, list the source. 

9. Vehicle service hours per day.  List number of hours per day, excluding idle time (see glossary), that 
each vehicle provides service. Then, total the service hours per day for all active vehicles (exclude 
backups) in the fleet and enter the total in the last cell in column 10.  Use whole numbers of hours, not 
ranges of hours, or portions of hours. 

10. Total number of one-way passenger trips (see glossary) per day.  List average number of one-way 
passenger trips per day.  Provide total number of one-way passenger trips per day for all active vehicles 
(exclude backups) in the fleet by totaling all entries and enter the total in the last cell in column 11.  Do 
not use ranges. 

11. Annual maintenance and repair costs.  List total maintenance and repair costs for the last 12-month 
period for which figures are available. 

12. Provide total miles traveled per day for all active vehicles (exclude backup vehicles) currently in 
agency’s fleet. 

Sample existing transportation services chart 
 1 2 3 4 5 6 7 8 9 10 11 12 
 Replacement 

Requests 
Vehicle 
Type/ 

Disposition* 

VIN 
Last 5 
digits 

Vehicle 
Year/Make 

Passenger 
Capacity 

Ambulatory/ 
Wheelchair 

 

Current 
Backup 
Vehicle? 
Yes / No 

Current 
Mileage 

 

Date 
Purchased 
or Leased 

Registered 
Owner 

Source of 
Funding 

Vehicle 
Service 
Hours 

Per  
Day 

Total 
OWP 
Trips 
Per 
Day 

12 Month  
Maintenance 

& 
Repair 
Costs 

1 V/S 12345 1992/Ford 8/0 No 153,531 1992 Agency X Section 5310 6 16 $1,000 

2  54987 1990/Ford 8/0 Yes 201,100 1990 Agency X Agency X 1 2 $2,000 

3             
      
TOTALS FOR COLUMNS 10 AND 11 
(excluding backup vehicles)   
 

    
6 16 
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See Application – Proposed Transportation Services – Page 23 

1. Type of Request - Mark this column with an “R” for vehicle(s) that are proposed as Replacement 
projects or a “SE” for Service Expansion projects. 

2. Vehicle Type - Indicate kind of vehicle requested as shown on the “Funding Request” (Part I). 

Note:  If the requested vehicle(s) will be used in coordination to transport another agency’s clients on a 
regular basis, includes those trips in the calculations of the proposed service for columns 3 - 7. 

3. Days of Service. List the days that service will be provided (e.g. Monday - Friday). 

4. Vehicle Service Hours Per Day.  List projected average number of service hours per day, excluding idle 
time (see glossary).  Use whole hours; do not use ranges of hours or portions of hours. 

5. Total Service Hours Per Week. Multiply columns 3 and 4 (e.g. 5 days per week X 8 hours per day = 40 
hours per week). 

6. Total Number of One-Way Passenger Trips Per Day.  Provide projected average number of one-way 
passenger trips (see glossary) per day.  Do not use ranges. 

7. Projected mileage per day.  Provide projected average number of miles to be traveled by requested 
vehicle per day. 

8. Percentage of projected wheelchair users (use agency profile Part 1 Page 7) (Total number of projected 
passengers divided by projected wheelchair users) 

 

Sample proposed transportation services chart 
 1 2 3 4 5 6 7 
 Type of 

Request* 
Vehicle Type ** Days of Service Vehicle Service 

 Hours  
Per Day 

*** 

Total Service Hours 
Per Week 

Total OWP 
Trips Per Day 

**** 

Projected 
Mileage 
Per Day 

1 SE Minivan Monday – Friday 6 30 18 200 

 2         R Small Bus Monday - Saturday 5 30 20 20 0 
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FTA SECTION 5310 GLOSSARY 

ADA Americans with Disabilities Act, this Federal law is a comprehensive civil rights measure 
prohibiting discrimination against the disabled in employment, housing and transportation.  
The intent of ADA is to ensure equal access for persons with disabilities to public 
accommodations, public services, telecommunications and transportation. 

Appropriate 
funds 

All local shares must be provided from sources other than Federal funds except where 
specific legislative language of a Federal program permits its funds to be used to match other 
Federal funds. 

Backup vehicles Backup vehicles are defined as vehicles that are used from time-to-time and not on a daily 
basis to provide service. 

Brokered 
System 

A method of providing transportation where riders are matched with a variety of 
transportation providers through the use of central dispatching and administrative facilities.  
In most cases, the broker contracts with other entities to operate vehicles. 

Bus Vehicle with a gross vehicle weight rating of more than 10,000 pounds as identified by the 
Original Equipment Manufacturer’s weight certificate located on the driver’s side door. 

CTC An acronym for California Transportation Commission.  The body established by State law 
to advise and assist the Secretary of the Business, Transportation and Housing Agency and 
the Legislature in formulating and evaluating state policies and plans for transportation 
programs.  The CTC is responsible for adopting the annual listing of approved Section 5310 
projects before forwarding to FTA for approval. 

CTSA An acronym for Consolidated Transportation Service Agency.  Local agency designated by 
the Regional Transportation Planning Agency to consolidate and coordinate social service 
transportation. 

FTA An acronym for Federal Transit Administration.  Federal level agency, which administers the 
Federal Transit Act, as amended, and specifically provides funding to the states for the 
Section 5310 program. 

Idle time Idle time generally means the time the vehicle is not in direct passenger service. 

One-way 
Passenger Trips 

One-way passenger trips are counted as each time a person boards the vehicle, so that a 
round trip would be counted as two passenger trips 

Readily 
available 

Readily available is defined as willing, interested and capable of providing the proposed 
service at a comparable cost to the identified clientele in the same service area, with the same 
hours of frequency, and at the same level of service. 

RTPA An acronym for Regional Transportation Planning Agency.  Local agency responsible for 
transportation planning activities and allocating of transit funds in a specified region.  
RTPAs can be Local Transportation Commissions, Councils of Governments, Metropolitan 
Planning Organizations or statutorily created agencies. 

Unqualified 
Audit Opinion 

An acceptable audit, indicating that the agency is in compliance with generally accepted 
accounting principles.  Note:  any other type of opinions, e.g., “qualified with exceptions,” 
“reportable conditions,” “material weaknesses,” “noncompliance with requirement,” will be 
evaluated on a case-by-case basis. 

Van Vehicle with a gross vehicle weight rating of less than 10,000 pounds as identified by the 
Original Equipment Manufacturer’s weight certificate located on driver’s side door. 

  


